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ABSTRACT 

This guide is designed both to explain the Drake 
Oniversity Teacher Aide Progran to teachers cooperating with the 
program, and to provide the aide with practical and effective ways of 
providing service to the cooperating teacher. Two college courses 
make up this program: one for elementary education majors, and one 
for secondary education majors. Although there is considerable 
difference between the two courses, they both have a teacher aide 
experience, a community component, and a psychology component. The 
guide contains descriptions of the program in general and each course 
in particular, a list of procedures and responsibilities for those 
Involved i*n the program, suggestions for utilizing teacher aides, and 
procedures for (a) evaluation of the aide as a potential teacher, and 
(b) evaluation of the program by the teacher aide. (A sample of the 
instrument used in the evaluation process is included in the 
Appendix.) (PB) 
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The Des Moines-Drake Educational Institute, established 
in 19G9 , is a cooperative effort between Drake University 
and the Des Moines Independent Community School District com- 
bining; tne resources of both Institutions to enhance the 
delivery of ed':oflLtioml sex'vices in the urban area. 



H/^w:D:icoi< editorial comkittle 



BEST COPlf AVAllftBlE 



Ruf53 Absll' 

Chairman, Dopartiuont of Teacher i-ducation 
Colic ffc of Education 
r>r'ake Univ^arsity 



Charles Gr-^ianwood 

Director, Dcs MoinGS-Drake Institute 
2Qth and Carpenter 
Des Moinos . Iowa 50 311 



Frank Hildrotr. 

Coordinator of Studont Teaching 

Dos Moinos Indc.'pondont Community School District 



TA3L£ OF CCriTENTS 



D\5S Moin:s Educational Institute ii 

Handbook ::ditorial Comniitt'.?v3 iii 

Table of Contents iv 

Intixjduction , v 

Description of Program and (Global Objectives 1 

Proo:idtiros and Rosponsibiliti-^is 

Thj University 3 

Thtj Coordinator of Student Teachinfj U 

The Principal /, 5 

Tho Teachor S 

Tho Toachor Aido 6 

Description of Education 165 and 166 

Introduction 7 

Child in Society 8 

Professional Block I (Education 165) 9 

Su.^gostions for Utilising Teacher Aides 

Secondary li 

E laiiicint ary ', 13 

Evaluation Pxoorxiuvoft 15 

'Vppf-n'iix 16 



iv 



ERIC 



i.'.'TnoDucTioa 



BEST COPY mum 



Drakw studont ovdluitions of those courses which have 
includod >2 toach^r aide exocricnco arc penorally iigreod th.it 
th'j aido uxporiance is tho most rolevant part of tho courso. 

Each yoar -tippr^oxirtatvly 200 ^lonantary and secondary 
»^du«:ati<->ii students serve as tcachor ai«.ics . Cooperating with 
tho University in providing this important axpericnce for 
omerp.ino; toach^rs aro ov^«r 100 experienced Dos Moines t^aachers 

This guidcj is desijjned both to explain tho proKran to 
teachers cooperating with tho program and to provide the aide 
with practical and cffectivG ways of providing service to the 
cooporatin-: t^^acher. The Handbook olso delineates lines of 
coordination and ar^ias of r-espon'sihility for all the coopera- 
ting parties. 

It is hopfd that tliia Il-findbook will help -answer a need 
exproGOod by many teachers, principals ^ and college students. 
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GENERAL DESCRIPTICH A*]D OBJECTIVES OF THE PROGRAM 



For 3ovor.il yc'ars Drake University and tho Des itoinus 
schools have cooperated in providing third year students with 
an opportunity to bocorao re vining fully involved in an elemen- 
tary school > a junior hij^ii school or a s 'or high school 
cla*5sroom. 

Two college courses have been the means by which this 
involvement has be :;n made possible. The two courses are Edu- 
cation 166, (Child in Society) for elementary education majors, 
and Educoition 165 (Professional Block I) for students wishing 
to become high school or junior high school teachers. A part 
of both of these courses involves the student spending a period 
of tine in a classroom as a Teacher Aide. The objectives es- 
tablished for the Teacher Aide Program include the following: 

I. TO INVOLVE TEACIILRo EARLY IN A COOPERATIVE EFFORT 
DIRECTED TOWARD: 

. thvi development of potential members of the 
profession 

. the selection and encouragement of potential 
teacliers 

. the evaluation of pro-service teacher education 
pro,'^rani3 . 

II. TO ElIADLr. EMERGING TEACHERS TO: 

. see til: role of the teacher through observation 
and active participation 
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. do some sclf-evaluaticn about his/hor capabilities 
as a prospective teacher 

. understand tho physical « social and emotional status 
of students through observation and interaction 

, see various teaching strategies and approaches to the 
age level and subject area he/she may eventually 
teach and the student responses to these 

. obtain feedback fro.-ii a professional about his/her pre- 
profvissional behavior and projected competence as a 
full-fledged teacher 

III. TO PROVIDE ASSISTANCE TO TEACHERS I!J DIVERSE PROrES- 
SIOilAL DUTIES IWCLUDIHGt 

. routine classroom management 

. classroom and instructional preparation 

. instructional tasks 



IV. TO PROVIDE Tir: TR/\INING INSTITUTION WITH: 
. foo Jback on training programs 

. identification of additional areas needing emphasis 

- opportum* ti.'S foi* continuing interaction with other 
educator's 
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PROCEDURi:S .VO RESrOUSIUILITIES 



Rcsponsibiliti^iS of the University 



. Early in the soinostcr the Chairmvj of the Teacher 
Education Dapartment shall furnish the Coordinator 
of Student Teaching (School District) with a list 
of students to be placed. Hours of duty , grade and 
sub joct- natter choices, beginning and ending dates 
of service, and vacations to be observed will be 
indicated. 



. Tlio Cliairman will design^itti the liaison person to 
wor^ with each school. 



. The University shall give teacher aides prior orien- 
tation to help then understand and practice profes- 
sional ethics. 



. The Univ'srsity shall provide continuous guidance 
and counsisling to help tecicher aides understand the 
inportance of, and how to further good relationships 
among teachers, children and aides. 



. The Chairiaan will notify the Coordinator of Student 
Teiohinj:, the building; principal, and the teacher 
of any cano^^n.-itioii of is ni foment. 
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Hostonsibilities o f th.* Coordinat or of Studen t Taachin* 

I ' I I ■ II ■ ■ ■■ m I I ■■■■■■■ ■ „ ■ j tff , 



. Tho Coordinator will serve as liaison between the 
School District and th? University. 



, Tho Coordinator will identify teachers who desire 
the services of an aide. 



. The Coor linator shall have final responsibility for 
assij^nment of dides. 



. The Coordinator will notify the principal of the 
assignment of aides to his building. 



. The Coordinator will confer with principals, tea- 
chers , college personnel » and aides concerning 
suggestions for improvinj^ the prorram. 



. The Coordinator shall confer with Directors on any 
unresolved problems, sucgestions for improver.ent , 
or changes in the program. 



. The Coordinator shall Cwororate in updatinj^ guide- 
lines for the teacher -aide program. 



. The Coordinator shall promote the professional 
rirc»v;th of prospective teachers through serving as 
consul t/^Mi fr.r tho trj.irhor-aiwft proj;ram. 
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Rg;8I>onsit;ilitios of the Principal 



Buildin^: Princifal 

, shall furnish the Coordinator of Student Teaching 
ths nanus of those teachers 'lasirin^ the services 
of an aide. 



, shall inform tho teacher when assignntent is made. 
. shall orient the teacher aide to his school. 



. shall ccnfor with the Coordinator of Student Tea- 
ching and the University Supervisor concerning 
any prob loins which nay arise or concerning sugges- 
tions for the iiaprovcnent of the program. 

. shall S.2C that tho teachor-aidc pi^i^ram is carried 
out in accordance with the ruidelines. 



r:?2?onsibilitivj3 of the Clagsrcom Tea cher 



n.Tnsi">on Toachor 

. ahall orient, GUporvis*-, advise, and evaluate the 
aide* . 



. shall have the rii'^t to maker reconurK»ndation for the 
reroval of an aide frora the program. Any rciaoval 
shall be discussed with the principal, the Coordi- 
nator of Stu'.ent Teaching, and tho University Super- 
visor. 
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Rc;sronsibilitios of the Teacher Aii Q 

Toachor Aides 

. are diroctlv* responsible to the principal and 
teacher with v/hoia they work. 



. shall contact the principal's office first when 
roportins to the school to which assigned. 



. have a responsibility to bo regular and pimctual 
in attendance. Absences should be reported as 
far in advance as possible, and no later than 
8r00 a.m. the day of absence, to the school in 
ijhich they av<i workinjsj and to the designated 
colic personnel. 



. laust displ.iy a sense of loyalty to the school. 

. must consiv'.er the welfare of students of first 
concern. 

. snail refrain from divulging confidential infor- 
mation or from criticizing the students or the 
school system. 



, must have a proper regard for and practice proies- 
sional ethics. 



• should show initiative for work but must be will- 
ing to adjust to the teacher's way of doing things 
in order to provide assistance. 



. shill demonstrate appropriate personal qualities , 
appropriate Jrcss for a classroom, and use of 
appropriate English. 
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* 

DFSORirTlON OF PROFESSIONAL BLOCK I AND CHILD IN SOCIETY 

A student receives seven seinester hours cr-^dit for 
eithi-r o"^ these two courses. They are usually taken during 
the junior year and represent an important part of the four 
year Teacher Education sequence. 

Aithouajh there is considerable difference between the 
objectives of the courses, they do have several components 
in common. Both have a teacher aide experience, a commu- 
nity component, and a psychology component. 

The objectives presented on the following pages are 
written at the sub-goal level and are directed to the stu- 
dent. 
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0&.TECTIVES FOR EDUCATION 166 (CHILD IN SOCIETY) 



At tlie conclusion of this courde you will have-? 
presenised eviJencf^ or h^ve deinonstrated in specified 
t/ci/s that yeut 

A. Have gained sufficient insist into your own 
behavior that you: 

(1) Know yourself well enougih to assess your 

disposition to eissune the roles defined 
for teachers and to develop professional 
collegiality with other teachers* 

(2) Have a perception of your potential strengths 

and weaknesses as a teacher. 

Fi. Have gained sufficient insight into elementary edu- 
cation that you have developed: 

(1) A general (preliminary) philosophy of viable ' 

goals and methodologies. 

(2) A comfortable working relationship with 

children. 

(3) An understanding of the learning problems of 

the child. 

(u) A |rasp of the many societal pressures which 
influences the behavior of the child in 
school. 

C. Have become familiar with a variety of institutions, 
agencies, and other community resources which are 
importeuit in providing for the sound growth and 
development of children. These specifically include 

(1) Business and industrial resources 

(2) Social agencies 

D. Have observed, identified » or practiced ways of 
effecting desirable changes in student behavior by: 

(1) Using positive reinforcement patterns with 

students . 

(2) Managing deviant behavior. 

(3) Building self -awareness and self-concv^pts of 

students . 

(4) Developing understanding of cultural plural- 

ism concepts with students. 

(5) Reacting with sensitivity to the needs and 

feelings of others. 
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OtiJECTIVCS FOR EDUCATION 165 (PROFESSIONAL BLOCK I) 



At Che conclusion of this course you will have 
presenile v*vicience or have demonstrated in specified 
ways tftat you! 

A. Have eained sufficient insight into your own 
behavior that you: 

(1) Know yourself well enough to assess your 

disposition to assume the roles defined 
for teadiers and to develop professional 
collegiality with other teachers. 

(2) Have a perception of your potential strengths 

and weaknesses as a teacher* 

B. Have gained sufficient insight into secondary 
education that you have developed: 

(1) A general (preliminary) philosophy of viable 

goals and methodologies. 

(2) A comfortable working relationship with the 

adolescent • 

(3) An understanding of the learning problems of 

the adolescent. 

(H) A prasp of the many societal pressures which 

influences the behavior of hig^ school 
youth . 

(5) A basic knowledge of the political and legal 
structure whidi directs and influences edu- 
cation . 

C. Have developed a preliminary repertoire of basic 
instructional skills such as: 

(I) Effective questioning techniques. 

(2) Concept teaching. 

(3) Selecting appropriate media for classroom use. 

D. Have synthesized skills, perceptions, attitudes in 
su^h a way that you can exemplify teaching beha- 
viors including: 

(1) Organizing instruction around goals and ob- 

jectives . 

(2) Sequencing learning. 

(3) Individualizing instruction. 
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*iave observed, identified, or practiced ways of 
effecting desirable changes in student behavior by: 

« 

(1> Using positive reinforcement patterns with 
students • 

(2) Managing deviant behavior. 

(3) Building self -awareness and self-concepts 

of students, 

<<♦) Developinrj understanding of cultural plural- 
ism concepts with students. 

(5) Reacting with sensitivity to the needs and 
feelings of others. 
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SutT.TQStions fo r Utilizinr, Student Aides 



Socondary 



The E lucation 165 students are pl&ced in high schools or 
junior hi^h schools usually with a teacher in their academic 
major. Tnc kind of assistance the aide can provide is very 
much related to th-5 nature of the major field. In those classes 
that are activity -oriented, i.e. physical education, art» thea- 
tre, science laboratories, instrumental music, vocal music, and 
certain business education subjects, aides can perform a wide 
variety of helpful tasks. Prior to the aide portion of the 
co'»rse, the students have had experience in questioning techni- 
ques , concept teaching, small group interaction, unit planning, 
and writing objectives, among other teaching tasks. 

In many instances lixe students have highly developed skills 
and conpetencies within their academic field. Many cooperating 
teachers have been able to utilize these skills to the advan- 
tage of both the class and the teacher aide. 

The following list of types of activities aides might per- 
form is not intended to be all-inclusive. It will vary with 
subject matter areas, the level of the course, and the obili- 
tios of the aide. 



Routine Duties 

, Correct test papers that do not require sub- 
jective evaluation 
. Record n^^ades 
. Read announcements 
, Complete routine forms 
. Perform any clerical duties 

Classroom Preparation 

. Operate equipment, such as movie projector, 

slide projector, tape recorder 
. Prepare audio-visual materials 
, Prepare bulletin board displays 
, File and catalog materials 
, Duplicate mjiterials 
, Tcike attendance 
• Check supplies 
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, Listen to !i stu.^.ent read his own written story 
. Listen to a stuUent road 
• Assist a slow student in finishing work or 
eatchint: up 

, Take charge of a small group which is working 
on a teacher-assigned special project while 
the teacher works with another group. 
. Listen to a ssiall group discussion 
. Help students learn proper use of tools and 
equipraent 

. Help students with instructional media 
. Help students to use programmed materials 
. Help students xijith subject material missed 

during absences 
, Sin^: with a group of students 
. Play a musical instrument for the students 
. V/ork diroctly with students in an art project 

which has been introduced 
. Assist with teacher-assigned club activities 
. Help students understand teacher's directions 
. Help students locate information 
. Assist students in the library (select books , 

find information) 
. Take responsibility foi? the class for a few 

minutes only if an emergency. An aide is 

not to be used as a substitute teaclier. 
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Elementar y 



As was indicate i prior for soconJary school teacher ai.;os, 
the folloi/inr list is not all-inclusivo but will vary with^ 
j'ra^Io lovol, subject natter area, nn^l the ability of the aide. 



Routine Duties 

. Correct test papers that do not require subjective 
cvaluwition 

. Assist younn children to put on and take off out- 

vloor clothing 
. Aid teacher in an emergency situation if a child 

is hurt or ill 
. Assist with playground duties, hall duties, or 

"bus chores*' under the direction of the teacher 
. Aid teacher in organizing recess time into direc- 
tor ^aracs and activities 
. HelT? care for students in assembly programs 
. Assist in taking students to and from various 

places in school (such as lunchroom, nurse's 

office, principal's office) 
. Assist in supervising noon lunch under direction 

of teacher 

. Assist in takinr, group of children on a trip 
. Talk quietly with a student who is upset 
. Help students move from one activity to another 
. Help students learn to play toj^ethor (such as 

sharing toys and materials, taking turns) 
. Greet visitors to the room 
. Read announcei.icnts 
, Complete routine forms 
. Perform any clerical duties 

Classroom Preparation 

. Operate equipment, such as novie projector, slide 

projector, tape iHJCorder 
. Prepare audio-visual materials 
. Pi^cpara bulletin board displays 
. File and catalog materials 
. Duplicate materials 
. Take it ton dance 
. Check supplies 
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Cl.issrocr.1 iToparati'^n (cont'd) 

. Collect milk money 
. Get class roon ready for next iay 
♦ Check on tampcraturc , frosh air, and lighting 
in thn classroom 

Instructional Duties 

, Play <5an\os with stucionts , such as rhyming gamos , 
guess in J ::ajnos finrrer gar.os 

. Interest a rastlcss student in some of the avail- 
able activities 

. Listen to students talk such as "Show and Tell*' 

. Giva a student a chance to show he can do some- 
thinc; w;jj11 

. Listen to a student tell a story 

. Listen to a student read his own written story 

. Listen to a student read 

. assist a slow student in finishing work or catching 
up 

. .\ct out stories with students 

. Read an.', tell stories to students 

. TaJcc charge of a small group which is vjorking on 

a tcacher-assisned special project while the 

teacher works with another group 
. Listen to a small group reai 

. Help students learn proper use of tools and equip- 
ment 

. Help students with instructional media 

. Help Gt.-.ddnts to use pi-^ogrammcd materials 

. Supervise students while watching television or a 

film if a certificated teacher is present 
. Help students with subject material missed during 

absences 
. Sing with a r^roup of students 
. Play a musical instrument for the students 
. Work directly with students in an art project 

which has oeen introduced, such as bulletin 

board , Christmas decorations 
. Help students get ready for an assembly program 
. Assist with teacher-assigned club activities^ 
. Help young children learn to use crayons, scissors, 

paste , paint . 
. Distribute papers 

. Show students how to clean, organize, and put away 
materials 

. rielp stuJcnts understand teacher's directions 
. Help students locate information 

. Assist students in the library (select books, find 
information) 

. Take responsibility for the class for a few minutes 
only if an onergency. An aide is not to be used 
as a substitut^j teacher 

14 
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EVALUATION P?vOCEDUR2S 



Evaluation of student progress in the professional 
blocks tokos placo continuously during the samcstor. Vihilo 
tho student is serving as an aido, cooperating teachers are 
asked to respond periodically with a convenient and simple 
checklist which is nailcil by the principal in a pre -addressed, 
envelope to Drake University. Informal evaluation takes 
place as the result of the Drake Advisor's visits to the coop- 
orating school. 

Teachers arc also asked to respond to a simple one-page 
questionnaire which solicits their judgement as to the aide's 
potential as a teacher. 

Drake University policy requires that student evaluation 
of professors and courses be conducted each sen^ster. In Edu- 
cation 165 and 166, the teacher aide experience is included in 
thc2 course evaluation. 

Prior to the end of each semester an advisory council com- 
poscDd of one representative from each cooperatins school meets 
to provide suggestions and feedback to the chairman of Teachor 
Education and the faculty teaching and supervising the block. 

All information collected from the several evaluation 
sources is made available to both students and cooperating 
schools . 

Samples of the instrument used in the evaluation process 
are included in the Appendix. 
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ockiy Evaluation from Cooporiting Teachar 

Wamo of Kd. 165 Studont _ 

MutJdoi'' of days present (Circle ono) 1 2 3 
Wowk ending. - Apr. 11 Apr. 18 Apr. 25 May 2 

Excollcnt Good Growing Poor U/A 

For this week- 
PorforraancvJ in 

assigned r^isponsi- 

bilities has bo^n,. ^ 

Rolationship 
with students 

has been. ••••••••• • _^ . . , , ■ , , . 

Rolationship 
with staff 

has been _^ 

Potential for a 
teaching career 

based on work is . , . 



SAiporvising "teacher 

3. Student and Program Evaluation (Sununative) 

Teachers aro askod to respond to the following questions. 

Yes No 

1. Do you feel that the teacher/ aide performed 
within the terns of the document called 

' GuidelinoG for Utilising Teacher Aides 

from Ed. 165 and Ed. 166 classes"? 

2. Intuitively, would you say from your work 
with this student that he has the potential 
to function adequately as a classroom tea- 
cher? 

3. As a participating teacher are you satis- 
fied with the Guidelines for Utilizing 

Teacher Aides .. .'■? 

4. Were you satisfied with the overall super- 
vision and liaison provido.-d by Drake faculty? 



5. 



ay we depend on your participation in this 
rogran during subsequent semesters? 



program 
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